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COALITION COORDINATOR 
 


Job Description - responsible for planning, implementing, and evaluating activities associated 
with the Coalition to include providing: general oversight for coalition activities and associated 
projects; grant development, submission, and management; state and national reporting; and 
technical assistance to local/regional coalitions and partnerships that focus on [topic]. The 
Coordinator will work to develop and implement strategies that will lead to long-term 
involvement of  community institutions, organizations and individuals in health promotion, 
assessment, and evaluation activities. 
 
Responsibilities:  


1. Report to lead agency and Coalition leadership 
 


2. Work as team member with lead agency staff/administrators to meet program goals  
 


3. Continually broaden expertise in the area of [topic] and serve as resource person 
 


4. Conduct literature/resource reviews to identify best practices for coalition  
 


5. Represent coalition through professional associations locally, statewide and nationally   
 


6. Recruit and maintain a diverse coalition membership with state and national partners 
 


7. Serve as Coordinator/Health Planner for coalition by coordinating activities such as:  
 Direct needs assessment activities   
 Develop instruments and protocols for testing effectiveness of coalition strategies  
 Conduct community health planning activities 
 Collect, manage, and analyze community health indicators data  
 Direct coalition in developing health policies related to [topic] 
 Collaborate with other local, states and national organizations focusing on [topic] 


 
8. Assist coalition members in conducting annual strategic planning and guide coalition to 


develop a comprehensive action plan based on needs-assessment and strategic 
planning 


     
9. Develop and implement data collection methods, tools, and evaluation measures for 


coalition activities and associated projects in conjunction with coalition members 
 


10. Coordinate and facilitate coalition meetings and communicate effectively with 
members to promote collaboration, negotiation, and problem solving 


 
11. Plan, coordinate, and conduct educational and training activities. Develop training, 


reference materials, and workshops for coalition and community members and 
coalition activities 


 
12. Continually maintain and develop content for the coalition website 


 
13. Collaborate and work closely with the health department administrators, legislators, 


heads of health plans, hospitals, physicians’ health organizations, related businesses, 
academic institutions and community-based organizations to promote coalition’s 
mission and goals 







 
14. Develop marketing and media materials, campaigns, and opportunities in conjunction 


with the external affairs staff and statewide media consultants/network.  
 


15. Direct and assist coalition to develop legislative action that promotes the coalition 
mission by: developing position statements; reviewing and recommending 
endorsements of policies, and advocating for policies/legislation at state/federal levels. 


 
16. Advocate/expand Continuous Quality Improvement processes in service delivery.  


 
17. Serve as a consultant to develop community partnerships. Work with local groups on: 


 Coalition development and maintenance  
 Community health planning and needs assessments  
 Health outcomes evaluation  
 Improving immunization delivery  
 Developing effective health plans and policies 


 
18. Conduct annual site-visits to other local/state coalitions and provide consultation 


 
19. Continuously evaluate coalition effectiveness and coalition strategic plan 


 
20. Document findings and progress of programs and activities in written quarterly reports 


to lead agency, other funding agencies, and coalition members  
 


21. Manage and oversee expenditures of coalition budget (or contract). Seek and write 
grant proposals to obtain additional funding   


 
22. Report and present coalition progress and program findings through publications and 


presentations at national meetings/conferences 
 


23. Direct the work and activities of coalition administrative support staff. Supervise, 
mentor, and direct the work activities of students and assigned temporary staff 


 
Qualifications: 
 
 Masters’ degree or relevant experience in public health or related field such as health 


education,  administration, policy/planning, or in community/organizational psychology; or 
bachelor’s degree and 5 years of appropriate experience in managing or coordinating a 
community-based public health or voluntary health-related agency could be substituted for 
advanced degree.  


 At least 2 years of experience with health education programs in community setting 
 Proven ability to work independently 
 Public relations or marketing skills 
 Excellent organizational skills 
 Excellent interpersonal and communication skills 
 Knowledge of the research process 
 Highly proficient with Microsoft Office and general computer skills 


 
 


 







COALITION ADMINISTRATIVE ASSISTANT 
 
Job Description - responsible for supporting all activities associated with the Coalition. Report 
to the coalition coordinator and provide administrative support to Coalition and Work Groups to 
include: meeting scheduling and support, event planning, coalition program support and other 
duties as assigned. 
 
Responsibilities:  
1. Support for coalition, steering committee and Work Group meetings 


• Schedule rooms or arrange for outside venue 
• Make contact with host site to confirm room, AV needs, chair setup and other specific 


details for meeting, if applicable 
• Arrange for refreshments for meetings, if applicable 
• Attend all meetings to take minutes and transcribe them in timely manner for 


Coordinator’s review prior to distribution to members 
• Email and/or phone call reminders sent to all members week prior to meeting 
• Compile meeting agendas for Coalition Coordinator’s/ Work Group Chair’s review prior 


to emailing 
• Prepare handouts for distribution at meetings 


 
2. Event Planning 


• Assist Coordinator in finding location for conference or event 
• Send out mailing to all past attendees of conference/event notifying them of date, 


directions, parking, etc 
• Create excel file with names of all attendees, addresses, titles, organizations in order to 


prepare labels, letters and nametags 
• Accept registration forms 
• Help design and arrange for printing of conference materials (brochure, forms, signs, 


name tags, handouts, compendium of resources/educational materials and syllabus 
• Arrange for coalition volunteers to assist with preparing packets needed for conference 
• Contact vendors to place orders for program materials and conference incentive items  
• Prepare signs to assist with registration at conference 
• Confirm menu selection with catering department at event site 
• Confirm meeting room selections with representative at event site 
• Site visit to confirm all arrangements are in place prior to conference date 
• Remain on-site during event to oversee details and supervise volunteers  
 


3. Coalition project or program support 
• Conduct basic searches using PubMed and other bibliographic databases to support 


projects 
• Manage databases for research projects utilizing Microsoft Excel, Microsoft Access, and 


SPSS – data sorting and routine frequency analyses 
• Assist in preparing budget worksheets as per Federal guidelines and acquiring required 


grant materials, letters of support, appendices 
• Create presentations in Microsoft Power Point and diagrams and flow chart graphics for 


oral presentations, manuscripts, poster presentations, and grant proposals 
•  Prepare posters to be presented at national meetings, including oversight of data layout 
• Assist with completing required forms and obtain appropriate signatures 
• Maintain program hardware, i.e., digital camera, cellular phones and pagers 







 
 
4. General 


• Order supplies, materials, recruit volunteers, place printing orders 
• Data entry for surveys, evaluations, etc. 
• Create newsletters reminding members of submission dates 
• Assist with formatting of surveys and questionnaires 
• Process checks and purchase program incentives 
• Acquire and archive publicity generated by programs 
• Maintain annual records of program activities 
• Design and write text for coalition or program brochures and flyers  


 
Qualifications: 
 Proven ability to work independently 
 Excellent organizational skills 
 Excellent interpersonal and communication skills 
 Highly proficient with Microsoft Office (Word, PowerPoint, Excel, Access, Publisher, 


Outlook), basic SPSS and general computer skills 
 
 


 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 







COALITION CHAIR 
Responsible To: Coalition 


 
Job Description: 


 Maintain and or expand current Work Group membership with assistance from Coalition 
Coordinator 


 Serve as liaison for Work Group to Steering Committee and Coalition 
 Develop Work Group agenda with staff assistance 
 Serve as moderator of Work Group meeting (stay 15 minutes after meeting to network and 


evaluate meeting) 
 Designate a recorder for each Work Group meeting 
 Contact and coordinate with members about Work Group responsibilities 
 Represent Coalition in the community (with staff assistance) 
 Consult with Coalition Coordinator as needed 
 Deal with members and staff fairly, sensitively and confidentially 
 Promote collaboration, conflict resolution and decision-making 
 Be open to diverse opinions and points of view 


   
Time Commitment: 


 Approximately 3 hours per month 
 Attend 2 Work Group meetings/year, Steering Committee and Coalition meetings, and 


major Coalition activities 
 One-year availability 


 
Qualifications: 


 Ascribe to Coalition mission, goals and bylaws  
 Possess strong leadership and organizational skills 
 Be familiar with or willing to learn principles of parliamentary procedure 


 


COALITION VICE-CHAIR 
Responsible To: Chair and Coalition 


 
Job Description: 


 Preside over Work Group meetings in the absence of the Work Group Chair 
 Assume the role of Chair in the event of the Chair's inability to complete a responsibility or 


term 
 Consult with Work Group Chair as needed 
 Perform other duties as directed by the Chair 


 
Time Commitment: 


 Approximately 1-2 hours per month 
 Attend 2 Work Group meetings/year, Steering Committee and Coalition meetings and 


major Coalition activities 
 One-year availability 


 
Qualifications: 


 Ascribe to Coalition mission, goals and bylaws  
 Possess strong leadership and organizational skills 
 Be familiar with or willing to learn principles of parliamentary procedure 







COALITION SECRETARY-TREASURER 
Responsible to:  Coalition Chair 


 
Job Description:: 


• Serves as secretary to Coalition and Steering Committee 
• Assists with Coalition/Steering Committee meeting agenda layout and distribution 
• Notifies Coalition/Steering Committee members of upcoming meetings 2 weeks in 


advance 
• Locates and secures facilities and arranges lunch for meetings 
• Takes meeting minutes and distributes electronically to members within 2 weeks of 


meeting. 
• Maintains current roster 
• Serves as custodian for all records and reports 
• Prepares annual budget and works with auditor for routine audits 
• Collects dues (if any) and maintains financial records 


 
Time Commitment: 


• Approximately 2-4 hours per month 
• Attend quarterly Coalition and Steering Committee meetings 
• One year availability 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 







WORK GROUP CHAIR 
Responsible To: Coalition Chair 


 
Job Description: 


 Maintain/expand current membership with assistance from Coalition Coordinator 
 Serve as liaison for Work Group to Steering Committee and Coalition 
 Develop Work Group agenda with staff assistance 
 Serve as moderator of Work Group meeting (stay 15 minutes after meeting to 


network/evaluate meeting). 
 Designate a recorder for each meeting of the Work Group 
 Contact and coordinate with members about Work Group responsibilities 
 Represent Coalition in the community (with staff assistance) 
 Consult with Coalition Coordinator as needed 
 Deal with members and staff fairly, sensitively and confidentially 
 Promote collaboration, conflict resolution and decision-making 
 Be open to diverse opinions and points of view 


   
Time Commitment: 


 Approximately 2 hours per month 
 Attend Work Group, Steering Committee/Coalition meetings and major events 
 One-year availability 


 
Qualifications: 


 Ascribe to Coalition mission, goals and bylaws  
 Possess strong leadership and organizational skills 
 Be familiar with or willing to learn principles of parliamentary procedure 


WORK GROUP VICE-CHAIR 
Responsible To: Work Group Chair 


 
Job Description: 


 Preside over Work Group meetings in absence of Work Group Chair 
 Assume role of Chair in event of Chair's inability to complete a responsibility or term 
 Consult with Work Group Chair as needed 
 Perform other duties as directed by the Chair 


 
Time Commitment: 


 Approximately 1-2 hours per month 
 Attend Work Group, Steering Committee/Coalition meetings and major events 
 One-year availability 


 
Qualifications: 


 Ascribe to Coalition mission, goals and bylaws 
 Possess strong leadership and organizational skills 
 Be familiar with or willing to learn principles of parliamentary procedure 
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STAGES OF TEAM BUILDING 
 


STAGE I FORMING      Why are we here? 
• People express differences - check each other out; decide whether to be part of group  


• Feelings: Anxiety & confusion 


• Little work accomplished - Conflicts emerge, leadership, value & feasibility of task(s) challenged 


• Tasks: Feel included & expect that opinions will be respected 


STAGE II STORMING    Can we work together? 


• More conflicts emerge as members negotiate tasks  


• Power plays may occur, i.e., who’s in charge & what actions taken toward goal 


• Feelings: Instability & polarization 


• Team must bring conflict out in open, encourage good communication skills & affirm that 
disagreement is healthy & resolvable 


• Tasks: Develop skills; redefine goals, roles & tasks; Learn to work together 


STAGE III NORMING    How will we work together? 


• Rules created; members learn to productively work together; team pride develops 


• Norms established for how people treat each other, how meetings are conducted, who will do 
what work & how it will be accomplished  


• Tasks:  Deepen skills & understanding; increase productivity; share opinions & skills; evaluate 
critically & constructively 


STAGE IV PERFORMING   How can we work smarter? 


• Group becomes functional team; can diagnose, solve problems & make decisions 


• Much work can occur; team may become creative & tackle new tasks 


• Team works together or delegates work; shares leadership & responsibility  


• Tasks: Achieve tasks; deal with group issues; build skills & knowledge; use time well. eff 


STAGE V  MOURNING/RE-FORMING    Should we continue? 
• Group celebrates achievements or disbands & mourns loss of group  


• Most groups reform when goals achieved, new goals created or  members & leaders turn over 


• Once group progresses thru stages, subsequent team building goes faster   
   


 
Adapted from Tuckman & Jenson, 1977; Drinka, 1991 








COALITION SUSTAINABILITY CHARACTERISTICS 


To be sustainable as an organization, a coalition should have following characteristics.  


1. Diversity in funding sources. The coalition is not dependent on any single type or source of 


funding, but instead relies on a variety of sources: in-kind contributions from members, 


government agencies, foundations, or corporations/businesses; individual contributions; 


income-generating ventures; member dues, fundraising events; and fees for service. 


2. Ability to generate funds internally. The coalition is not totally dependent on external 


donations or grants, but receives significant in-kind support from its lead agency and partners.  


3. Multi-year funding. The coalition has some multi-year grants or contracts and does not have 


to raise the full amount of its budget each year. 


4. Involvement in significant activities that address continuing needs. The coalition is 


engaged in work that addresses community concerns and is worthy of continuing support.  


5. “Program” capacity. The coalition is effective and demonstrates positive outcomes that justify 


its existence. Member organizations collaborate to provide high quality information or services. 


6. Adherence to clear values or operating principles. The coalition is guided by shared values 


that are reflected in its priorities, strategies, and day-to-day operations. 


7. Core leadership with strong commitment. The coalition has a leadership team that is 


committed to the coalition, keeps it focused, resolves conflicts and carries out its work.  


8. Management capacity. The coalition has sound financial and program management policies 


and procedures and staff who consistently implement them.  


9. Constituency or support group. The coalition has individual and organizational members 


who value and support its work and speak on its behalf.  


10. Power and influence. The coalition is respected and credible because of its values, 


members, and work, enabling it to influence others.  


__________________________________________________________________________________________________ 


Adapted from Mosaica. (2005). Sustainability. Washington, DC 
 


 








COALITION VISION, MISSION & GOALS 


 


SWOT Analysis 


• Strengths - internal factors that allow coalition to take advantage of opportunities 


or reduce barriers 


• Weaknesses - internal factors or challenges that prevent coalition from taking 


advantage of opportunities or reducing barriers 


• Opportunities - external factors that allow coalition to take action, build 


membership, or improve community 


• Threats - external factors that hinder goal attainment, sustaining momentum, or 


long-term survival 
 


VISION 


 Shared by members & easily communicated 
• Broad enough to include diverse viewpoints 
• Inspiring & uplifting 


 Smoke Free ____ is a community where all residents are healthy and 


tobacco free!  


MISSION 


• Describes what group is going to do 
• Concise: Gets point across in 1 sentence 
• Outcome-oriented: Explains outcomes coalition is working   to achieve 
• Inclusive: Doesn’t limit sectors or strategies that may be involved in projects 


 


To bring diverse organizations and individuals together to change 


policies, systems and environments related physical activity. 


 


• Phrase used to brand coalition or market it to public 
• Short & “catchy” 


Eat Better --- Move More! 


GOALS 


• Broad statements that refer to specific results of initiative 
• Long range – not time dependent – Dreams with Deadlines 


 


STRATEGIES 


• How organization will reach goals & objectives 
– Fit resources & opportunities; Minimize barriers 
– Reach priority populations 


• Should be well defined: 
– Measurable 
– Directly related to objectives 
– Identify those responsible for carrying them out 


 


 








 
1. Feighery, E. & Rogers, T.  (1990). Building and Maintaining Effective Coalitions.  Palo Alto, CA: Health  Promotion  


 Resource Center, Stanford Center for Research in Disease Prevention. 
2. Butterfoss, F.D.  Coalitions and Partnerships in Community Health. San Francisco: Jossey Bass. 
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#1 BEFORE YOU BUILD YOUR COALITION 


 


What is a Coalit ion? A community coalition is a group of individuals representing many 
organizations who agree to work together to achieve a common goal.1 A coalition brings 
professional and grass-roots organizations from multiple sectors together, expands resources, 
focuses on issues of community concern, and achieves better results than any single group 
could achieve alone.  Nonetheless, because a coalition involves an investment of time and 
resources, it should not be built if a simpler entity will get the job done or if community support 
is lacking. A coalition may address a time limited issue or establish a more sustained 
collaboration that helps a community analyze its issues to identify and implement multiple 
strategies that lead to policy, social and environmental change. 
 


Why Coalit ions Form. Coalitions may form to: 1) respond to an opportunity, such as 
funding;  2) respond to a threat or event such as a disease outbreak; or 3) expand 
organizations’ limited time, expertise, resources, services, media coverage, contact with 
vulnerable populations or influence. 
 


Characteristics of Effective Coalit ions. Although each coalition is uniquely shaped by 
its community, successful coalitions have the following traits in common: 2 


 Ownership and support of coalition by coalition members and community 
 High level of trust and reciprocity among members 
 Frequent and ongoing training for members  
 Active involvement of members to develop action plan of goals and objectives 
 Implementation of a community action plan 
 Productive meetings and decision-making 
 Effective structure: Committed leadership team guides coalition to design/implement 


strategies  
 Guidelines and procedures  
 Continuous evaluation of coalition and its activities  
 


Coalit ion Benefits. Coalitions offer benefits such as opportunities to: 1) exchange 
knowledge, ideas, and strategies; 2) share risks and responsibility; 3) build community concern 
and consensus for issues; 4) engage in collective action that builds power; 5) improve trust and 
communication among community sectors; and 6) mobilize diverse talents, resources, and 
strategies. Coalitions enable organizations to build capacity and develop interventions that meet 
their needs, are community-owned, culturally sensitive, and likely to be sustained. 
 


Coalit ion Costs. Costs associated with coalition membership include: 1) loss of autonomy, 
competitive edge or ability to individually control outcomes; 2) conflict over goals and methods; 
3) loss of resources (time, money, information, status); and 4) delays in solving problems or 
being recognized for accomplishments.  Coalitions that survive over time must provide ongoing 
benefits that outweigh these costs. 
 


Stages of Development. Coalitions develop in iterative stages. Although different 
programs use a different number of stages or refer to them by different names, CDC uses the 
following: 1) Commitment or engaging the community for build the coalition; 2) Assessment or 
looking at community assets and needs; 3) Planning or developing a Community Action Plan 







 
1. Feighery, E. & Rogers, T.  (1990). Building and Maintaining Effective Coalitions.  Palo Alto, CA: Health  Promotion  


 Resource Center, Stanford Center for Research in Disease Prevention. 
2. Butterfoss, F.D.  Coalitions and Partnerships in Community Health. San Francisco: Jossey Bass. 
 


(CAP) of strategic coalition activities; 4) Implementation or conducting policy, and 
environmental change strategies (PES); and 5) Evaluation or determining how well the coalition 
has reached PES goals 
 


Steps for Building an Effective Coalit ion: 
1. Develop your leadership team  
2. Recruit diverse community organizations and convene the coalition 
3. A community strengths, assets and resources 
4. Develop a Community Action Plan (CAP) with feasible and appropriate goals, objectives 


and strategies  
5. Implement and sustain policy and environmental change strategies (PES) to reach goals 
6. Evaluate and improve the coalition and its strategies 
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   #2 COALITION FORMATION STAGE 


What to Expect 
In this stage, the coalition is young and must generate commitment. The first step in organizing 
the coalition is to identify potential member organizations from each priority sector: Schools, 
worksites, healthcare, community-based institutions and the community at large. As each 
organization/agency is recruited, they begin to explore their motivations for joining the 
coalition, as well as potential costs and benefits of participating. Each organization should help 
define/refine the community issue(s) to be addressed by the coalition and share what they will 
need to get from/contribute to the group. As they move forward, members must balance the 
needs for joint action and independence. When recruiting organizations to the coalition, consider 
their: activities and accomplishments; contributions (power, time, talent, resources); self-
interests (personal/organizational gains); and potential conflicts. 


Structure  


The structure of your coalition will depend on the current political, economic and social realities, 
as well as existing efforts and groups that are already working on related community health 
issues. The coalition leadership team builds the commitment of others by identifying community 
assets/needs and seeking feasible strategies to solve community issues. The structure of the 
coalition will vary, but it should use funding and coalition member resources most efficiently and 
effectively. 
 


Tasks 


 Initiate collaboration and cultivate allies  
 Identify potential member organizations’ common, complementary and competing goals  
 Recruit core group of members based on community issue, organizational expertise and 


available resources  
 Meet with potential members to discuss expectations/concerns about coalition and 


perspectives on key community issues 
 Hold first coalition meeting and reach consensus on structure and mission  
 Create ground rules for coalition functioning and meeting etiquette 
 Have members complete commitment Form  
 Decide how member organizations will be acknowledged publicly (e.g., use of logos) 
 Develop communication and feedback mechanisms with member organizations 
 


Products or Outcomes 


 Recruitment plan 
 Member roster 
 Ground rules or meeting etiquette  
 Membership agreements 
 Mission statement (purpose) 
 Coalition goals and objectives 


 







 
 


Resources 


 Potential partners list  
 Invitation letter for members 
 Member Commitment Letter 
 Leader responsibilities 
 Member responsibilities 
 Stages of Team Building  
 Recruiting and building a strong coalition 
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 #3 COALITION IMPLEMENTATION STAGE 


What to Expect   


In this stage, coalition members find common ground and are committed to coalition and each 
other. They continue to share information, learn more about issue and begin to develop possible 
solutions. The coalition better defines its mission and the roles members play. Structure, 
leadership and decision-making are formalized and members begin to take action. New members 
representing different sectors may have to be recruited. 
 


Structure 
Structure becomes functional. Coordinator or director hired; steering committee established; 
recruitment more proactive; and search for funding continues. Needs assessment conducted, 
action plan created and program development starts. Early outcomes begin to be achieved.  
 


Tasks 


• Hire coalition staff and elect leadership 
• Develop fiscal and management structure 
• Develop decision-making and conflict resolution procedures 
• Develop collaborative leadership skills 
• Develop membership skills to enable then to work as team and implement work 
• Conduct community assessment 
• Educate members about issue; develop campaign to build community awareness of issue 
• Identify promising strategies to address community needs/issue focus   
• Develop action plan: goals, objectives, strategies, roles, responsibilities, resources and 


timeline 
• Develop work groups to implement strategies 
• Determine how work will progress and be evaluated – what will success look like? 
• Identify additional resources to support efforts 


Products or Outcomes 


• Meeting minutes & attendance records 
• Management structure or organizational chart 
• By-laws or operating procedures 
• Steering (Executive) committee  and work group rosters 
• Community assessment data 
• Action plan 
• Budget 


Team Effectiveness Checklist      Yes     No 


• We strongly believe in mutual purpose and interdependence.     
• Group members carry out commitments and help each other when needed.   
• Our team has clearly defined expectations, goals and objectives.    







• Team members are clear about each person’s job.         
•  We have collectively decided how we are going to operate.     
• We acknowledge and deal with interpersonal or intercultural conflict.    
• We respect the diversity that each person adds to the team.      
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#4 COALITION MAINTENANCE STAGE 


What to Expect   


In this stage, implementation of activities and projects begins. Members learn to deal with power 


distribution and resource allocation. Group is able to take on more challenges as trust and 


competence builds. Coalition becomes more visible in community. Goals and strategies are 


continuously refined. As initial goals are realized, members either recommit or leave coalition. 


Early leaders also may move on and coalition must address leadership development and 


succession.  
 


Structure 
Structure is developed and coalition is full partner with other organizations. Regular progress 


reports appear; engagement of membership is priority; planned activities expand; and 


communication network fully operational. Intermediate outcomes achieved. 


Tasks 


• Keep members and organizations engaged; review/renew member agreements  
• Keep membership growing and informed; replenish or expand if needed 
• Address organizational needs within coalition and revise structures/procedures as needed 
• Rotate and develop leadership 
• Continue to revise/implement action plans and keep projects moving ahead 
• Assess changes and accomplishments 
• Build on past successes to move to new goals and strategies 


Products or Outcomes 


• Meeting minutes & attendance records 
• Updated rosters and mailing lists 
• Revised by-laws or operating procedures 
• Revised structures or organizational chart 
• Regular communication channels (newsletters, action alerts, print/electronic media items)   
• Revised action plan 
• New issues, goals and objectives  
• Products from projects (reports, service directories, educational materials, campaigns, 


training) 
• Primary outcomes achieved 


 


Am I A High Functioning Member Of This Coalit ion?              Yes    No 
• I participate in determining the direction of the coalition.     
• I share my organization’s ideas/concerns with the coalition and vice versa   







• I assist in strategic planning and prioritize goals and objectives into an  
action plan.           


• I help conduct a comprehensive community needs and asset assessment.    
• I help implement activities, including those that directly involve my  


organization.            
• I am a coalition ambassador & promote its mission when/wherever possible.   
• I gather/relay needed information to the coalition to serve as basis for  


decisions.             
• I prepare for and attend meetings on a regular basis.      
• I help develop resources to sustain the coalition       
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#5     COALITION INSTITUTIONALIZATION STAGE 


What to Expect 


In this stage, the coalition has achieved its goals and begun to embed activities in partners’ 
organizations. The coalition must decide on its future as an organization - it may have outlived 
its usefulness or experienced unresolved conflict and agrees to disband; a subset of members 
may emerge and retreat to an earlier stage to regroup or it may become a permanent 
organization with loyal membership, influence, and solid financial footing.  
 


Structure 


Coalition reviews and refines structures; solidifies by-laws, policies and procedures; renews 
search for funding and explores separate corporation (501c3) status. Coalition implements 
evaluation plan/disseminates results; assesses impact of strategies and achieves widespread 
reach into community.  
 


Tasks 


• Complete task, projects and campaigns 
• Produce models, reports, new policies, practices and legislation  
• Complete fund-raising or organizing drive 
• Store records and materials 
• Publish findings 
• Institutionalize new services 
• Select new projects, if desired  


Products or Outcomes 


• Goals achieved 
• Reports, publications and products released 
• New goals and objectives and projects are spun off 
• Coalition a) becomes a permanent organization; b) is transformed with new leadership or 


different purpose; c) transfers power to another organization; or d) disbands 


Are You Ready to Evaluate Your Coalit ion?     Yes    No 


• Are partners committed to collaboratively evaluate coalition & its work?   
• Do adequate resources for evaluation exist that can be shared or obtained?   
• Will evaluation address key questions & translate into “lessons learned”?    
• Will evaluator/evaluation team take input from coalition in designing evaluation  


and interpreting/reporting results?        
• Are interventions consistent with coalition’s goals?      
• Are interventions well-grounded in theory and/or prior evidence?    
• Are desired results specific & clear enough to be assessed?         







 
 


• Do you have access to secondary data, program results & outcomes?        
• Will evaluation findings be used to drive program & policy decisions?       
• Will partners heed evaluation results, even if they cause coalition to change?    


 
 
 
 


 








WHAT CONDITIONS FOSTER INNOVATION IN COALITIONS 


 


 Risk-taking: Support, encouragement and reward for testing new 


ideas, speaking out or challenging the status quo 


 Resources:  Available time, authority, autonomy, money and 


information  


 Shared Information:  Collaboratively collected by members and 


disseminated to all 


 Specific Outcomes: Innovative strategies and outcomes beyond 


expectations 


 Tools and Techniques: Support for and investment in 


innovation, capacity building and tool selection 


 Rewards Systems:  Meaningful rewards and recognition 


 Team Environment: High level of honesty, respect and open 


communication 


 


 


 


 


 


 


 


 







HOW DO WE CULTIVATE INNOVATION AND ORGANIZATIONAL 


LEARNING IN OUR COALITIONS 


 


 Listen to the voices of your partners 


o Go into the community, visit organizations, hold summits, planning 


retreats, focus groups and town hall meetings 


o Convene a strategic improvement team 


o Recruit passionate, “leading edge” members 


o Build support networks: face-to-face, electronic, print and audio-video 


forums to help community and members exchange experiences/ideas 


and solve problems 


o Keep asking lots of “what if” questions 


 


 Efficiently leverage the best internal and external ideas 


o Learn from others’ experiences – swipe good ideas 


o Build strong team/organizational, benchmarks, outcomes and feedback 


loops; set targets for innovation 


o Develop alliances with other coalitions and partnerships 


o Ensure that reward and recognition processes encourage cooperation, 


open learning, improvement and innovation across boundaries 


o Invest in people, not things 


o Help leadership to see beyond what is to what could be 


 


 Cultivate a culture that honors experimentation 


o Build a supportive, flat, decentralized and team-based organization 


o Experiment early and on a small scale with pilots; improve by making 


mistakes, experiencing failure and learning from both 


o Make all coalition members responsible for personal, team and 


organizational change 


o Create a regular review process for coalition leaders and teams to 


reflect on failures and successes; publish lessons learned after 


launching a new strategy or change 


o Set up “good tries” clearinghouse or fair to swap ideas and spread 


learning about what does or doesn’t work 


 


Clemmer, J. (2009). Growing @ the Speed of Change: Your Inspir-Actional How-To Guide for 


Leading Yourself and Others Through Change. http://www.jimclemmer.com 


 


 



http://www.jimclemmer.com/





CULTIVATING A CULTURE OF INNOVATION IN YOUR COALITION 
 


1. Each group will focus on 1 of 3 factors that cultivate innovation in coalitions: a) Listen to voices; b) 
Leverage best ideas; or c) Cultivate experimental culture. In group, each individual shares one thing in 
assigned area that his/her coalition does to promote creativity or innovation. 


2. Use shared ideas to come to group consensus on the coalition practice or strategy that is most likely to 
promote a culture of creativity & innovation in that area.  


3. After sharing by all groups, decide on one practice or strategy for each area that you will try to implement 
in your own coalition to promote a culture of innovation. 


 
 
 
 


 
 
 
 
 
 


 
 
 
 


 
 


 
 


 


 


 


 


 


 


 


 


 


 
 
 


 


 
 


 
 


 
 


 
 
 


 


Listen to Voices of Your Partners 


       What You Do Now              What You Could Do 


1. ______________________________     ____________________________ 
 


______________________________     ____________________________ 


 


2. ______________________________     ____________________________ 
 


______________________________     ____________________________ 


 
Efficiently Leverage Best Ideas 


         What You Do Now             What You Could Do 


3. ______________________________     ____________________________ 


 


______________________________     ____________________________ 


 


4. ______________________________     ____________________________ 
 


______________________________     ____________________________ 


Cultivate Culture that Honors Experimentation 


                What You Do Now              What You Could Do 


5. ______________________________     ____________________________ 


 


______________________________     ____________________________ 


 


6. ______________________________     ____________________________ 
 


______________________________     ____________________________ 


 








SEVEN TIPS FOR RETAINING COALITION MEMBERS 
 
 


1. Provide members with meaningful tasks that are suited to their interests and 
abilities. 


2.    Conduct regular member orientations to the coalition and its activities that 
includes: mission statement, goals, action plans, and roles and expectations of 
coalition members. 


3. Conduct formal and informal training on a regular basis that gives members the 
knowledge and skills needed to be effective partners. 


4.  Recognize and accommodate members’ personal needs as much as possible. 


5.  Evaluate members’ performance regularly and provide feedback and 
encouragement to ensure that tasks are accomplished and that their potential for 
growth is maximized. 


6.  Recognize members by simply thanking them to offering tangible rewards and 
incentives for continued participation. Some members may want public 
recognition, while others prefer a personalized, one-on-one form of recognition. 


7. Seek feedback from members as goals and action plans are updated or to make 
sure that they make sense to those who will execute them.  


 


 


 


 


 


 


 


 


University of Nevada Cooperative Extension. How to Manage Volunteers. Community Leader Guide,2005  


 








THE STRATEGIC PLANNING PROCESS 


 


1. Conduct an environmental scan. Review your organization’s strengths and weaknesses. 
Reflect on the community and broader environment in which your organization operates to 
identify the opportunities and threats that it faces. Determine the community’s assets and 
needs, specifically those of current/potential populations that you’ll try to reach.  
 


2. Identify key issues, questions, and choices to be addressed. Specify "strategic issues" that 
your organization should address and set priorities in terms of time or importance. Strategic 
issues emerge from the data and environmental scan.  
 


3. Define or review the organization's values, community vision, and mission. Reach 
consensus on why the organization exists, what goals or outcomes it seeks to achieve, what it 
stands for, and whom it serves. Begin your strategic planning by agreeing on the following:  


•  Organizational core values or operating principles – those beliefs/principles that 
guide the organization - these are shared, strongly held, and not easily changed.  


•  Community Vision – the vision for your community - an image of what it would be like 
if your values were shared and practiced by everyone.  


•  Mission – the stated purpose for your organization’s existence; the contribution it 
promises to make to help accomplish the community vision.  


 


4. Transform the vision and mission into a series of key goals for your organization 
 


5. Agree upon key strategies to address strategic issues and reach goals. The emphasis 


should be on broad strategies, including current/new collaborative approaches that are related 


to specific goal(s). The process requires that you look at where the organization is now, where 


its vision and goals indicate it wants to be, and identify strategies to get there. Specific criteria 


for evaluating and choosing among strategies should be agreed upon, such as the following:  


 Value and Appropriateness – Is the strategy consistent with your organization's 
mission, values, operating principles, and agreed-upon goals?  


 Feasibility – Is the strategy practical given current personnel, financial resources and 
capacity?  


 Acceptability – Is the strategy acceptable to your stakeholders?  


 Cost-benefit – Is the strategy likely to lead to benefits that justify time, costs and other 
resources?  
 


6. Create an annual action plan that addresses goals and specifies objectives/work plan. 
Once long-term elements of your strategic plan have been developed, create a specific work 
plan for implementation. Its strategies should reflect current organizational/environmental 
conditions. Objectives should be measurable and time-based. Under these or other agreed-
upon criteria, strategies can be evaluated, prioritized and chosen. 
 


7. Finalize a written strategic plan that summarizes your decisions. Be sure to include the 
outputs of each major step.  


 


8. Build in procedures for monitoring and modifying strategies. Monitor the progress towards 
goals, objectives and strategies and revise your plan based on progress made, obstacles 
encountered and the changing environment. Acknowledge and take advantage of unexpected 
changes, such as more sympathetic elected/appointed officials, economic improvements, and 
changes in funder priorities or the priority population.  


 


Adapted from Mosaica, 2001. Accessed February 21, 2012 at 
http://siteresources.worldbank.org/INTAFRREGTOPTEIA/Resources/mosaica_10_steps.pdf 
 


 



http://siteresources.worldbank.org/INTAFRREGTOPTEIA/Resources/mosaica_10_steps.pdf





 
 


  


STRATEGIC PLAN FORMAT 


I.     INTRODUCTION: Need for a strategic plan and how plan was developed.  


II.    ENVIRONMENTAL SCAN: Organizational history, structure, strengths and weaknesses;  


       external environment, pertinent data, opportunities and threats  


III.   ORGANIZATIONAL VALUES, VISION, AND MISSION 


IV.   GOALS, PRIORITIES AND PLANNED STRATEGIES 


V.    MONITORING/REVIEW: Monitored progress; plans for review and refinement  


VI.   ANNUAL PLAN (may be prepared separately)  


VII.  ATTACHMENTS: Environmental scan and other supporting information 


 








COALITION ACTION PLAN [Year] 
 


OVERALL WORK GROUP GOAL: 
 


WORK GROUP OBJECTIVES: 
1. 
2. 
3. 
Obj. 


# 
Action Strategy/Major Steps Needed 


(include timelines) 
Defining Success 


(Specific outcomes, by 
when?) 


Partners Resources 
Barriers 


 
1. 


     


 


 
2. 


    
 


 


 


 
3. 


     


 


 


 








 
 


THE COALITION EFFECTIVENESS INVENTORY (CEI) 
 
Based on your experience, please complete the following inventory as a self-assessment tool to evaluate the 
strengths of your coalition and its stage of development.  Using the assessment scheme on the instrument, 
place a check in the box that best corresponds to your rating of the particular characteristic.  Based on your 
coalition’s stage of development, you might not be able to rate each characteristic. 
 
 Take Home Lessons from the CEI 
 


 What stage is your coalition in now? 
 
 


 In what areas does your coalition excel (i.e., in which major categories did your coalition receive scores 
of “2")? 


 
 


1. 
 


2. 
 


3. 
 
 


 In what areas does your coalition need to improve (i.e., in which major categories did your coalition 
receive scores of “0" or “1")? 


 
1. 


 
2. 


 
3. 


 
 


 What specific and feasible steps should your coalition take to address the challenges identified in the 
question above? 


 
1. 


 
2. 


 
     3.  
  







 
 COALITION EFFECTIVENESS INVENTORY (CEI) 
 SELF-ASSESSMENT TOOL 
  
Name of Coalition:  _______________  Name of Rater:  _________________________ 
 
Date of Assessment:  ______________  Score:    _______ 
 


 
ASSESSMENT SCHEME:  Check one choice for each characteristic  


 
0 


 
 Characteristic is absent 


 
1 


 
 Characteristic is present but limited 


 
2 


 
 Characteristic is present 


 
N/A 


 
 Characteristic not applicable at this stage of coalition 


 
 
 
 COALITION CHARACTERISTICS 
 
 
I.  COALITION PARTICIPANTS 


Assessment 


 
 0  1 


 
2 


 
N/A Score 


0-2 
 
 Lead Agency   


 
 


 
  


 
1.  Decision-makers are committed to and supportive of 
coalition 


  
 


 
 


  


 
2.  Commits personnel and financial resources to coalition   


 
 


 
  


 
3.  Knowledgeable about coalitions   


 
 


 
  


 
4.  Experienced in collaboration   


 
 


 
  


 
5.  Replaces agency representative if vacancy occurs   


 
 


 
  


 
 Staff   


 
 


 
  


 
1.  Knowledgeable about coalition-building process   


 
 


 
  


 
2.  Skillful in writing proposals and obtaining funding/resources   


 
 


 
  


 
3.  Trains members as appropriate   


 
 


 
  


 
4.  Competent in needs assessment and research    


 
 


 
  


 
5.  Encourages collaboration and negotiation   


 
 


 
  


 
6.  Communicates effectively with members   


 
 


 
  


 
 


 
 
     Butterfoss, F. D., Center for Pediatric Research; Center for Health Promotion, South Carolina DHEC, 1994.  Revised 1998. 
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 COALITION CHARACTERISTICS 


Assessment 


 
 0  1 


 
2 


 
N/A Score 


0-2 
 
 Leaders: 
 (Chairs and Vice-Chairs of Steering and Standing Committees) 


  
 


 
 


  


 
1.  Committed to coalition's mission   


 
 


 
  


 
2.  Provide leadership and guidance in maintaining coalition   


 
 


 
  


 
3.  Have appropriate time to devote to coalition   


 
 


 
  


 
4.  Plan effectively and efficiently   


 
 


 
  


 
5.  Knowledgeable about content area   


 
 


 
  


 
6.  Flexible in accepting different viewpoints   


 
 


 
  


 
7.  Demonstrate sense of humor   


 
 


 
  


 
8.  Promote equity and collaboration among members                
      


  
 


 
 


  


 
9.  Adept in organizational and communication skills   


 
 


 
  


 
10. Work within influential political and community networks   


 
 


 
  


 
11. Competent in negotiating, solving problems and resolving    
           conflicts 


  
 


 
 


  


 
12. Attentive to individual member concerns    


 
 


 
  


 
13. Effective in managing meetings   


 
 


 
  


 
14. Adept in garnering resources   


 
 


 
  


 
15. Value members' input   


 
 


 
  


 
16. Recognize members for their contributions   


 
 


 
  


 
 Members   


 
 


 
  


 
1.  Share coalition's mission   


 
 


 
  


 
2.  Offer variety of resources and skills    


 
 


 
  


 
3.  Clearly understand their roles   


 
 


 
  


 
4.  Actively plan, implement and evaluate activities   


 
 


 
  


 
5.  Assume lead responsibility for tasks   


 
 


 
  


 
6.  Share workload   


 
 


 
  


 
7. Regularly participate in meetings and activities   
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 COALITION CHARACTERISTICS 


Assessment 


 
 0  1 


 
2 


 
N/A Score 


0-2 
 
 Members 
 (Continued) 


  
 


 
 


  


 
8.  Communicate well with each other   


 
 


 
  


 
9.  Feel a sense of accomplishment   


 
 


 
  


 
10. Seek out training opportunities   


 
 


 
  


 
II.  COALITION STRUCTURES    


 
 


 
  


 
1.  Bylaws/rules of operation   


 
 


 
  


 
2.  Mission statement in writing   


 
 


 
  


 
3.  Goals and objectives in writing   


 
 


 
  


 
4.  Provides for regular, structured meetings   


 
 


 
  


 
5.  Establishes effective communication mechanisms   


 
 


 
  


 
6.  Organizational chart   


 
 


 
  


 
7.  Written job descriptions   


 
 


 
  


 
8.  Core planning group (e.g. steering committee)   


 
 


 
  


 
9.  Subcommittees   


 
 


 
  


 
III.  COALITION PROCESSES   


 
 


 
  


 
1.  Has mechanism to make decisions, e.g. voting   


 
 


 
  


 
2.  Has mechanism to solve problems and resolve conflicts    


 
 


 
  


 
3.  Allocates resources fairly   


 
 


 
  


 
4.  Employs process and impact evaluation methods   


 
 


 
  


 
5.  Conducts annual action planning session   


 
 


 
  


 
6.  Assures that members complete assignments in timely 
manner 


  
 


 
 


  


 
7.  Orients new members   


 
 


 
  


 
8.  Regularly trains new and old members   
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IV.  STAGES OF COALITION DEVELOPMENT Assessment 
 
 0  1 


 
2 


 
N/A Score 


 0-2 
 Formation 


  
 


 
 


  
 
1.  Permanent staff designated    


 
 


 
  


 
2.  Broad-based membership includes community leaders,  
     professionals, and grass-roots organizers representing target 
     population 


  
 


 
 


  


 
3.  Designated office and meeting space   


 
 


 
  


 
4.  Coalition structures in place   


 
 


 
  


 
 Implementation   


 
 


 
  


 
1.  Coalition processes in place   


 
 


 
  


 
2.  Needs assessment conducted   


 
 


 
  


 
3.  Strategic plan for implementation developed   


 
 


 
  


 
4.  Strategies implemented as planned   


 
 


 
  


 
 Maintenance   


 
 


 
  


 
1.  Strategies revised as necessary   


 
 


 
  


 
2.  Financial and material resources secured   


 
 


 
  


 
3.  Coalition broadly recognized as authority on issues it  
     addresses 


  
 


 
 


  


 
4.  Number of members maintained or increased   


 
 


 
  


 
5.  Membership benefits outweigh costs   


 
 


 
  


 
6.  Coalition accessible to community   


 
 


 
  


 
7.  Accomplishments shared with members and community   


 
 


 
  


 
 Institutionalization   


 
 


 
  


 
1.  Coalition included in other collaborative efforts    


 
 


 
  


 
2.  Sphere of influence includes state and private agencies  
     and governing bodies 


  
 


 
 


  


 
3.  Coalition has access to power within legislative and 
     executive branches of agencies/government 


  
 


 
 


  


 
4.  Activities incorporated within other agencies/institutions   


 
 


 
  


 
5.  Long term funding obtained   


 
 


 
  


 
6.  Mission is refined to encompass other issues/populations    


 
 


 
  


 


 








COALITION MEETING CHECKUP 
 


 
                  Agree    Disagree 
 
1.   Coalition members feel that our meetings are a good investment of their time.       
 
2.   We usually stay on track during our meetings.            
 
3.   Member participation is balanced during most of our meetings.         
 
4.  Our meetings are usually well facilitated.            


 
5.   Meetings almost always begin and end on time.           
 
6.   Members share responsibility to make sure our meetings are effective.        
 
7.   We consistently accomplish our meeting objectives.          
 
8.   We regularly take the time to evaluate what is or isn’t working in our meetings.       
 
9.   Our meetings are not interrupted (e.g., phones, people coming and going, etc.)       
 
10. By meeting’s end, members are pleased by our accomplishments and ready to  


      follow-up on action items.              
 
 
 
 
 
 
 
 
 
 


 





